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“x» Howard County Department of Fire and Rescue Services

= GENERAL ORDER

= o

GENERAL ORDER 100.01

Orders
ADMINSTRATIVE SERVICES

Issue Date:  April 4, 2001
Revision Date: March 20, 2014

To promote the effective and efficient operations of the Howard County Department of Fire and Rescue
Services (HCDFRS), here after the Department, the standard written source of policies and procedures for
the department will take the form of General Orders, Special Orders and Informational Bulletins. It will
be the duty of all DFRS members to read, become thoroughly familiar with, and act in accordance with all
applicable material contained in these documents. The following, establishes the format and guidelines
to create, revise, distribute or archive them.

» General Order (GO) - A General Order will contain a policy (principle or plan of action chosen to
guide decision making) governing the Howard County Department of Fire and Rescue Services and
the procedure (method or established series of steps) by which a policy is accomplished.

» Special Order (SO) - Special Orders are not intended to be permanent in nature; however, they
may contain a policy and/or procedure to follow (e.g., mandatory training sessions, annual ladder
testing schedule, bi-annual promotional process, etc.). This will include all promotions and/or
transfer of personnel, and special details by the Fire Chief.

» Informational Bulletin (IB) - Informational Bulletins will contain general information to the
department. This format is used for information such as outside offerings to the department,
community information, train garden, roadway information, etc.

Any changes to current Policy and Procedures must have the approval of the Chief of the Department. All
HCDFRS Orders shall be in accordance with current Collective Bargaining Agreements between Howard
County, Maryland and the following: Local 1810, Local 2000, and Local 3085; the Volunteer Corporations:
1, 2,3,4,5and 6; Howard County Policies and Procedures, the Howard County Employee Manual; and
applicable federal, state and local laws. The Fire Chief or their designee shall oversee the development,
preparation, maintenance, and archiving of DFRS Orders. All original orders and all pertinent paperwork
created during the process shall be placed in the permanent archives kept by the Department.
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Howard County Department of Fire and Rescue Services

GENERAL ORDER

General Order Format

General Orders will be numbered using the appropriate Series number followed by two decimals (eg.,

100.01, 100.02). The numbering system and associated sections are included in attachment A. Each

General Order shall be arranged in a simple outline format, divided into sections as follows:

¢ Policy Statement

¢ Definitions — new or unique terms, obscure content, or vocabulary that is significant to the General
Order

e Procedures - describes general and specific provisions; when required for clarity, a responsibilities
section may be delineated herein

e References — lists authoritative information used to develop the General Order or other documents
that are relevant to its implementation.

e Summary of Document Changes — List of changes from the previous edition of the Order

¢ Forms/Attachments — a list of forms and/or attachments described in the General Order Subsections
and sub-details shall be formatted in the similitude of this document.

General Orders shall be printed on white paper. General Orders shall be placed in a separate manual
from Special Orders.

Special Order Format

Special Orders shall be numbered using the current year followed by three decimal places (e.g., 2004.001,

2004.002). The numbering system and associated sections are included in attachment B. Each Special

Order may contain and will be arranged in a simple outline format, divided into sections as necessary:

e Overview Statement

e Definitions — new or unique terms, obscure content, or vocabulary that is significant to the General
Order

e Topic Details - describes general and specific provisions; when required for clarity, a responsibilities
section may be delineated herein

e References — lists authoritative information used to develop the Special Order or other documents
that are relevant to its implementation.

e Forms/Attachments — a list of forms and/or attachments described in the Special Order Subsections
and sub-details shall be formatted in the similitude of this document.

Special Orders shall be printed on “green” paper. Special Orders may contain time sensitive information
that personnel need to act on. Special Orders should be removed from the manual when they reach their
expiration date.

Informational Bulletin Format

Since Informational Bulletins are to be placed on the Intranet, these documents should conform to
Standard English writing style. Each Bureau is responsible for the format and content of the IB. IB’s will
be in electronic format only.
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Howard County Department of Fire and Rescue Services

GENERAL ORDER

Review and Revisions

The subject or idea for an order can originate from anyone in the department. Recommendations for
new orders, deletions or changes to existing ones shall be forwarded in writing, through the chain-of-
command, to the Regulations Officer.

General Orders will be processed in the following manner:

e Proposals shall be submitted using the template provided for GO’s.

e Once the document has been received by the Regulation’s Officer the process for approval will begin.

e A draft of a General Order will be sent to the Office of Law for review.

e A draft of a General Order may be sent to the County Human Resources or Risk Management for
review.

e Adraft of the General Order will be sent to the Administrative Review Group to include:
0 Deputy and Assistant Chiefs

Senior Administrative Personnel (Med Director, PIO, COS)

Volunteer Fire Chiefs

Volunteer Presidents

Local 2000 Executive Board

Fire Officer’s Association Executive Board

Phoenix Sentinels

O OO O0O0Oo

Comments on the draft will be returned in accordance within the established timeline in the body of the
email of the draft. All comments will be returned to the author for discussion with the Fire Chief and
revision. If necessary a Second Review will be distributed. Once all revisions have been finalized, the
author will provide feedback on any additions or exemptions to the draft to the Regulation Officer and all
personnel who commented on the draft. The Fire Chief will then provide a Final review. The General
Order will then be presented to Local 2000 and Staff and Field Battalion Chiefs for informational use
three (3) days prior to publication of the Order. The Orders Review Checklist (Attachment C) will be used
to track the Order process and will be placed in the file upon publication of the Order. A guide to putting
together a General Order (Attachment D) should be used to assist with formatting the document.
Attachment D provides guidance on font, size, margins, bullets, etc. that aide in document uniformity.

Special Orders will follow an abbreviated process comprising the following:

e Proposals shall be submitted using the templates provided for SO’s.

e The SO will be reviewed by the Regulation Officer and forwarded to any Administrative Bureaus for
comment if necessary.

e The SO will be reviewed by the Fire Chief or his designee prior to publication.

Any changes to the document will be returned to the author for review prior to review by the Fire Chief.
Distribution
A copy of all new or revised General Orders or Special Orders shall be submitted to the Regulation’s

Officer prior to departmental distribution. A summary of each new document or a synopsis of the
revisions shall be provided when new or revised existing documents are distributed, as appropriate. New
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N GENERAL ORDER

e

General Orders and Special Orders shall be assessable to all stations and worksites via multimedia
formats. Current Orders will be placed on the department’s intranet.
Each fire station and Bureau/Section shall maintain current General Order and Special Order manuals.

These manuals will be placed in an area that can be accessed by all personnel. The Special Order Manual
shall be checked for expired material on a monthly basis and removed.

Maintenance

Each station and worksite shall maintain a copy or provide access to the above referenced documents to
promote effective operations and reference. Orders which have been revised will be removed from the
manual and destroyed upon receipt of the updated order.

None

SUMMARY OF DOCUMENT CHANGES _

e New format for General and Special Orders

e Removal of Memorandums from the list
e Addition of Informational Bulletins and electronic delivery
e More streamlined process in place for review and approval

Attachment A — General Order Template

Attachment B — Special Order Template
Attachment C — Order’s Checklist
Attachment D — General Orders “How to”

Approved:

Yy on

Deputy Chief John S. Butler
Operations Command
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@ Howard County Department of Fire and Rescue Services

& GENERAL ORDER

e T

GENERAL ORDER XXX  [Name]

[Bureau]

Issue Date:
Revision Date:

APPLICABILITY

POLICY

DEFINTIONS

PROCEDURES

REFERENCES
SUMMARY OF DOCUMENT CHANGES
FORMS/ATTACHMENTS

APPROVED

GO

AC Name
Originating Bureau

Page 1of1



Attachment B

Howard County Department of Fire and Rescue Services

SPECIAL ORDER

SPECIAL ORDER XXXX.XX
[INAME]

Issue Date:

Expiration Date:

1. OVERVIEW

General information is to be added in this section

2. DEFINTIONS

3. TOPIC DETAILS

4. FORMS/ATTACHMENTS/REFERENCES

Approved:

AC
Bureau

SO Name Page 1of 1



Attachment C

Check Off List for Processing an Order

Prior to Submission of the Order to the Regulations Officer for First Review:
All work submitted for review must not be in the form of a PDF.
All work in shaded area to be completed by originating bureau/author.

Oooooo

Order authored by and bureau:

Discussion with the Fire Chief on proposal

Originating Bureau review

If the order is being revised, ALL revised language must be identified.
Submitted to Regulations Officer

|
O

Set up a file for work in progress

GO-SO Status

o Select one - General Order Special Order
o Review

o No Review

Save document as:
Use space below to identify drive, folder, etc.

Regulations Officer review — Date complete:
Sent to Office of Law Review

o Date

o Attorney assigned to:
o Comments received:

Placed in Admin Review
Date:
o E-mail sent to review panel

Fire Admin Chiefs IAFF Local 2000 (President)
Fire Officers Association (President) Phoenix Sentinels (President)
Volunteer Fire Chiefs Volunteer Presidents

oooo

ooo

O
O

Share with Human Resources or Risk Management if needed: Yes No
Comments returned to author with all comments as a “Compared Document”
Discussion with the Fire Chief on revisions

Second Admin Reviewed Needed 0 Yes 0 No

Feedback provided to those who commented on the draft.
Presented to Chief of Staff for Review: Date:

Fire Chief for signature: Date
o Return Date:

Returned to originating bureau for formatting (AC Signature line, etc.)
Forward to the ASB Admin Support Technician for completing the process

Ooooo

Create a PDF of document and save in the “I”” drive
Enter order in the Orders Database

Completed distribution date:

All paperwork filed in proper place
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GO 100.01 Orders Attachment D

“a Howard County Department of Fire and Rescue Services

&
=) GENERAL ORDER

GENERAL ORDER XXX = (Insert G.O. # here, Calibri Font, Size 24)

[S u b] ECt] _ (Calibri Font, Size 22-Decrease the font size to make it fit on one line, if possible)

[BUREAU] 4= (Calibri Font, Size 20, Small Caps)
Issue Date: mm/dd/yyyy & Ccalibri Font, Size 12, Month/Day/Year (4 pigits)
Revision Date: mm/dd/yyyy  4am (same as above)

APPLICABILITY

Who does this apply to? (Calibri Font, Size 12) After inserting your text, make sure you go to the “Home” tab, and click on the
“Line spacing” button, then “Add Space Before Paragraph” and click on it again to “Add Space After Paragraph”.

Jcl.,\1 H -3 ] m‘rmplatewaplanatmnSG Microsoft Word =

—/’ Home Insert Page Layout References Mailings Review Add-Ins Acrobat l@
Wy 4 Find ~
, @ = =) g = v 1= r Yazr||EE 2=
, Calibri (Body) w - (A XS] [EE|EE || i) ‘nasbeendi | nasbecod: R o AADB % & e
Eel x it
Pﬂ e B 7 U ~ahe x, X* Aa~|[3~ A === ‘:' i T Mormal | Mo Spacing  Heading 1 Title _ | Ehange ||
J | [ | S = ¥ 4 T StylesT || W Select~
Clipboard = Font \F] Paragraph E} Styles ) Editing

fcla,\ﬁ [ “ w Documentl - Microsoft Word . =

Home Inzert Page Layout References Mailings Review View Add-Ins Acrobat @
P = Find ~
B % || prial -0 -|[A K || \ [i=~ ‘% 0
£ oS 3 Replace
i |B £ U ~abex, x Aav||B- A M Normal |7 Mo Spaci.. Heading1 Titte | Change ||
- J Styles ~ L Select ~
Clipboard = Font i} Styles = Editing

3.0

Line Spacing Options...

Add Space Before Paragraph

Add Space After Paragraph s

Be specific about the intended audience. Does the order being written apply to all career and volunteer personnel, or is it only
intended for the career side of the department.

<M =

POLICY

Summarize what the order is about in usually a 3-4 sentence paragraph. (Calibri Font, Size 12) After inserting your text, make
sure you go to the “Home” Tab, and click on the “Line spacing” button, then “Add Space Before Paragraph” and click on it
again to “Add Space After Paragraph”. (See photos in Applicability Section of this document for assistance)

Know what the intent of the order is and make it clear. If the order is about recruitment, selection, and training for the Special

Operations, spell it out. Generic statements along the lines of “This order is about the Special Operations team” will not be
sufficient.
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DEFINTIONS

This is the section in which you DEFINE any words in the document that are important to know and understand.
» Go to the “Home” Tab, “Paragraph” section, then click on the down arrow on the “Bullets” button, choose the

o

“Arrow” and then insert your word (Calibri Font, Size 12, BOLD) followed by a dash (-) and then the definition of

that word.
"fc'“'-l\l" H9-0) m'rmplatew&planatmnst% Microsoft Word EM
| Home | Insert Page Layout References Marnngs Review View Addlns Acrobat @)
Il . & srl[ﬂod] -0 <A '||-\f5| [iZ-=- _-||‘_ -=||al||q| 4 Find ~
=] ¥ EAl | AaBbCcDdE|| AaBbCcDdE LWL e AAB - Genisie
=21 = ~ac
Paste - ahy . EEEE = _Change v
J |B I U ~abe %, %' Aa~ || A‘ | |_ = = == ||é T Normal | Mo Spacing  Heading 1 Title * tytes~ || W& Select
||Clipboard Font F} Paragraph [ Styles {F Editing
"T'ﬂ\‘l H9-0 — - Documentl - Microsoft Word - LI—Iﬂ:' &
Hume | Insert Page Layout References ilings Review View Addlns Acrabat l@
e :
1 & - S - || iE i % @ﬁFmd'
(=3 Adial 10 A A ||“5| | = %= =20 | | asmocen, AsBbceD AaBbC Aab & e
2| Sae
Paste J |B I U ~abe x, x* Asv ||a£?v A | .Ibe(enﬂyl.lsedﬂulle‘ls e D Spaci.. Headingl Title 7 Etr;?:sg' lg Select~
!Chphoard [& Font P} h’" Styles F] Editing
Bullelhblary
= cxcer . =
wl[o][0][ = ][]
{ e
p e
> D{xun.lentBnlle‘Is
s
Y
| -
< Change List Level 3
Define New Bullet..,

PROCEDURES

e This is the meat of the order. Anyone, uniformed or civilian, should be able to pick this document
up and have a basic idea of what it is saying or directing the member to do.

e Minimize the use of abbreviations save for the abbreviations that the author feels must be used.
Never abbreviate ranks. Spell out titles and avoid references to “Fire Chiefs.” As an agency that
provides fire and EMS, the term “Fire Chief” is not inclusive, or representative of much of what we
do. The term “Chief of the Department”, and subsequently, “Chief” shall be used.

®  For this section, you will be using Titles and Bullets to explain the procedures and the purposes of this General Order.
Go to the “Home” Tab, “Paragraph” section, then click on the down arrow on the “Bullets” button, choose the Solid
Dot (Size 12) for the first level, Hollow dot (Size 12) for the second level, Solid Square (Size 12) for the third level, back
to a Solid Dot (Size 12) for the fourth level, Hollow dot (Size 8) for the fifth level, and Solid Square (Size 12) for the
sixth level.
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||Clipboard = |

J?E';@ E e P —‘;Cumnﬂ—l\-ﬁcrmoﬂw:;i- B E@lﬂ
l\‘—/| Home | Insert Page Layout Referen:e‘hﬂa’rl‘ings Review View Add-Ins Acrobat @
== % : = A @] s - = (2= a=| (A L T | . % 34 Find ~ '
B | w0 - [& ) [=FiE - Sl EEBT] e aveen aaBbe AAB & el ‘
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- 7 | o Ll J T Styles+ || kg Select~ |
Font 5l @ O || Styles || Editing | |
Bullet Library ‘ &
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e For Title, go to “Home" tab, Click little arrow in bottom right corner of “Font” Section, verify Font Type is Calibri, Font

Change List Level

Define New Bullet..,

4

Size is 12, and look under “Effects” to check the box on the top of the far right column labeled “SMALL CAps”

J(Elh“ H9-0)~ — m{)‘xumenﬂ - Microsoft Word ||
L)
\—/| Home | Insert Page Layout References Mailings Review View Add-Ins Acrobat @
== X : = (e o i . % 34 Find ~
E e 10 -[A A (IS AaBbCCD: | AaBbCcDi AaBbCl Aab % o ‘
Paste - -||287 - t=- - i i i —| Change || .
i 7 I|B I H_ abe 3, Aa”aﬂi )| ||V |é_ ||l TMNormal |7 MoSpac.. Headingl Title = Sty!esg' i setec~ ||
|| Clipboard = Font | | Paragraph F] Styles 5| Editing
s .
| ’ Font L2 i
Font Character Spadng
Font: Font style: Size:
Calibri Bold 11
BrowalliaUPC » | |Regular | |8 i
Brush Script MT — | |Italic 9 B
= O - | |0 D
Calibri Light Bold Italic "
Californian FB * 12
Font color: Underline style: Underline color:

| Automatic . |(none) ___EI [__m;:ic F]

Effects
Strikethrough [ shadow
[7] Double strikethrough [~ Qutline
Supersaript [ Emboss
[ subseript [ Engrave
Preview
CALIBRI

This is a TrueType font. This font will be used on both printer and screen.

Default..,

o ) (cmd ]

e ———————————————————————

Page:1 ofl | Words:0 | 35 |

[BnE ==

TITLE (CALIBRI FONT, BOLD STYLE, SIZE 12, SMALL CAPS)

®  First Level (Calibri Font, Size 12)
O Second Level (Calibri Font, Size 12)

Third Level (Calibri Font, Size 12)

Fourth Level (Calibri Font, Size 12)

Fifth Level (Calibri Font, Size 12)

Sixth Level (Calibri Font, Size 12)

FOR EXAMPLE:

[0}

®  First Level (Calibri Font, Size 12) is a single line long
O Second Level (Calibri Font, Size 12)

GO XXX Subject [Double click on the FOOTER to insert this info and it will show up on all document pages]
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57 O ..no need to add a space after this bullet...

58 O ..add a space after this bullet

59 < (space is here) >

60 o .

61 o ..

62 ®  Third Level (Calibri Font, Size 12)

63 -

64 & (space is here) >

65 O ..add a space after this bullet...

66 & (space is here) >

67 O ..add a space after this bullet...

68

69 ® [fthere are multiple levels, add spaces between lines, while keeping groups with the same bullet together.

70

71 ® [fthe like (same) bullets are short (one line only), it is okay to leave them without a space between each like bullet.
72 However, if the bullets go on for more than one line, a space in between each bullet will allow the order to be more
73 organized and easier to read. [With that said, we are trying to be mindful of our paper-use (in the case of printing an
74 order); so, if there is a section with a handful of bullets, each being a sentence or two long, and it’s still legible and
75 neat, then there is no need for a space in between each bullet.]

76

77 ®  *SOMETIMES THE TITLE IS A LONG SENTENCE. If this is the case, only “Bold”, “increase the font size”, and “small cap” the
78 first 3 to 4 words, or first main phrase, to separate and make known that this level is a title for the next section of the
79 order.

80

81 REFERENCES

82 This is the section where you list any References to documents, websites, books, articles, etc. that the order refers to for
83 further information or detail in order to understand or follow this particular General Order. (Calibri Font, Size 12)

84 Go to the “Home” tab, “Paragraph” section, “Bullets” button and list the references using the “Dot” El bullet.

85 SUMMARY OF DOCUMENT CHANGES

86 If there are any changes/revisions done to an original General Order, this is the section where you would state: What was
87 done, the [DATE], and the individual’s [Initials and #EID] who made the revisions. (Calibri Font, Size 12)

88 FORMS/ATTACHMENTS

89 e This is the section where you list any Forms and where they can be found or any attachments that are linked to or
90 attached to this document. (Calibri Font, Size 12) Go to the “Home” tab, “Paragraph” section, “Bullets” button and
91 list the forms/attachments using the “Dot” III bullet.

92

93 e  When referring to an attachment within the “Procedures” section, place it parenthesis and bold

94 0 For example: (Attachment A)

I APPROVED

96
97
98 [Signature Here]
99
100 [AC Name]
101 [Originating Bureau]

GO XXX Subject [Double click on the FOOTER to insert this info and it will show up on all document pages] Page 4 of 5
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114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133

134

135
136

137

138
139
140

141
142
143

144

ASB
AC
BC
BBP
Capt.
CIT

DC
EMT
ESB
E&T
FF
FMLA
FOA
GSU

IAFF
HVO
LOGS
Lt.
NFFF
OEM
OFC
OFM
PPE
TWR

VVVVVVVVVYVVVYVVYVYVVVVYVYVVYVVVYYVYY

Administrative Services Bureau

Assistant Chief

Battalion Chief

Blood Borne pathogen

Captain

Communications, Information and Technology

COMMS Communications Unit

Deputy Chief

Emergency medical Technician, may be followed with either a “B” for Basic or “P” for Paramedic
Emergency Services Bureau

Education and Training

Firefighter

Family Medical Leave Act

Fire Officers Association

Ground Support Unit

HCDFRS Howard County Department of Fire and Rescue Services

International Association of Firefighters
Heavy Vehicle Operator

Logistics

Lieutenant

National Fallen Firefighters Foundation
Office of Emergency Management
Office of the Fire Chief

Office of the Fire Marshal

Personal Protective Equipment

Tower (Aerial ladder)

FYIs & FAQs

® Make sure each line is numbered along the LEFT column of the page so it can be referenced to throughout the
General Order as well as in other documents and orders that may need to do so.

Make sure to place a space at the beginning and ending of each section.

® |[fthere is an attachment, where does it go? If the attachment is in a Microsoft Word version or able to be converted,
attach the document to the end of the General Order. If not, make sure to include the information of where the
attachment/form can be found after the listing of that attachment.

® When a General Order has been completed and the “Approved” Section is on the last page of the order (by itself),
bring the “References”, “Summary of Document Changes”, and “Forms/Attachments” sections all down to a new
page (as long as they can all fit neatly on one page).

GO XXX Subject [Double click on the FOOTER to insert this info and it will show up on all document pages] Page 5 of 5



Attachment E

Howard County Department of Fire and Rescue Services

SPECIAL ORDER

SPECIAL ORDER XXX.XX &= (Insert S.0. # here, Calibri Font, Size 24)

[S U bj ECt] _ (Calibri Font, Size 22-Decrease the font size to make it fit on one line, if possible)

[BUREAU (MOST CURRENT TITLE)] 4= (calibri Font, Size 20, Small Caps)
Issue Date: mm/dd/yyyy & calibri Font, Size 12, Month/Day/Year (4 pigits)
Expiration Date: mm/dd/yyyy €@  (same as above)

10
11
12
13

14

15

16

17

18

19

OVERVIEW

General information is to be added in this section. Summarize what the order is about in usually a 3-4 sentence
paragraph. Know what the intent of the order is and make it clear. If the order is about recruitment, selection, and
training for the Special Operations, spell it out. Generic statements along the lines of “This order is about the
Special Operations team” will not be sufficient. (Calibri Font, Size 10) After inserting your text, make sure you go to
the “Home” Tab, and click on the “Line spacing” button, then “Add Space Before Paragraph” and click on it again
to “Add Space After Paragraph”.

0-New Format Template w-Explanation 56 - Microsoft Word

Home Insert Page Layout References Mailings Review View Add-Ins Acrobat l@'
ibri = « [l s et | = [ | & Find -
Ealibi{Eodv) 10 -|A &[] 3= = [ 2] )| assoceoar | amsoccos: WYT TR AADB % o e
R | P T a3t
Paste - A Sl AL =EE == i i i _ Change
¥ |B I U ~abe X, X' Aa B === _I|+_ {’f\! T Mormal | Mo Spacing  Heading 1 Title * Soreer || [y Select -
Clipboard = Font \F] Paragraph [ Styles I} Editing
,']in"\"'. = g )= - ‘_- Documentl - Microsoft Word |
e =
~ Home Insert Page Layout References Mailings Review View Add-Ins Acrobat L2
= ¥ N e == = Y | &4 Find ~
B (R w_-[& &|@]| == =)= =B ] [ asucon | asmrcen aaBbe AAB S A S
A=l “ac
e 2 B 7 U - x, x Aa- |- A- |E=E === - 5| Thomal |TNoSpaci. Heading1 Title = Eg;:sgf N s
Clipboard = Font ) Parag v 10 i Styles = Editing

H
&
&
1 1

3.0
Line Spacing Options...

Add Space Before Paragraph

Add Space After Paragraph ‘

<l =
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& SPECIAL ORDER

. i

DEFINTIONS

This is the section in which you DEFINE any words in the document that are important to know and understand.
» Go to the “Home” Tab, “Paragraph” section, then click on the down arrow on the “Bullets” button, choose

the “Arrow” and then insert your word (Calibri Font, Size 12, BOLD) followed by a dash (-) and then
the definition of that word.

I-"/_g:_,\\ il 9-3 )3 New Format Template w-Explanation SG - Microsoft Word = | =
pn) ——— et =
—/ Home Insert Page Layout References Mailings Review View Add-Ins Acrobat (7]

oy : 2 ;
& ; = sal : 34 Find ~
] s” (Body) 10 - ; ||| aesbcena | sasbcend: AT Td AAB B pooice
=3 < T Lap
Paste 7 |B I U -~ abe x, X* Aa~||2”~ ﬁ'| =3 = || a2 | TMormal | Mo Spacing Heading1 Title = E;::sgf [ select~

Clipboard Font F] Paragraph \F Styles F] Editing

.'E‘; \d92-0) "8 - -: Documentl - Microsoft Word = | =
[ &

Home Insert Page Layout References Ma\ling‘ Review View Add-Ins Acrobat l@
ey - - 1 i
L] i B e | = 4 Find ~
_J . Arial 10 | AT A || _{‘ == T H = =—||Zl|| T | AaBbCclh AaBbCeDi AaBhCi Aalj - % R
= R hac
Paste |B 7 U ~abe x, % Aa~||37+ A ~| p e el " bSpad.. Headingl Title — Change
- J T = - Styles Ly Select~
Clipboard = Faont ) ;’ Styles {F] Editing

Bullet Library

None Y @] u Y 0:0

| »

<= Change List Level 3

Define New Bullet..,
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Howard County Department of Fire and Rescue Services

SPECIAL ORDER

TOPIC DETAILS

e This is the meat of the order. Anyone, uniformed or civilian, should be able to pick this document up and
have a basic idea of what it is saying or directing the member to do.

e Minimize the use of abbreviations save for the abbreviations that the author feels must be used. Never
abbreviate ranks. Spell out titles and avoid references to “Fire Chiefs.” As an agency that provides fire and
EMS, the term “Fire Chief” is not inclusive, or representative of much of what we do. The term “Chief of
the Department”, and subsequently, “Chief” shall be used.

e For this section, you will be using Titles and Bullets to explain the specific details of this Special Order. Go
to the “Home” Tab, “Paragraph” section, then click on the down arrow on the “Bullets” button, choose the
Solid Dot (Size 12) for the first level, Hollow dot (Size 12) for the second level, Solid Square (Size 12) for the
third level, back to a Solid Dot (Size 8) for the fourth level, Hollow dot (Size 12) for the fifth level, and Solid
Square (Size 12) for the sixth level.

...i:gé\ﬁ."' H9-0)+ — mﬂ‘ocumenﬂ - Microsoft Waord l
i —@/, Home Insert Page Layout References Ma\~ Review View Add-Ins Acrobat (7]
_J _‘; Arial il ELRA A'Ili’f}‘ |i=fi= = || 2R ‘§§||'2l|| LI | AaBhCeD: AzBbCeDr AaBbCi AaB . % i::pc:a'(e
Feste * [B £ 0 - % % Aar|#7- A -|||| Recontly Used Bu“efs © pSpad.. Headingl Tile 2 E?ﬁe"sgf l§ Select -
Clipboard = Font ) ° O ’» Styles = Editing

Bullet Library ‘ £
None Y @] u " 0:0

> |[v

Document Bullets

F e O e

Define New Bullet...

e For Title, go to “Home” tab, Click little arrow in bottom right corner of “Font” Section, verify Font Type is
Calibri, Font Size is 12, and look under “Effects” to check the box on the top of the far right column labeled
“SMALL CAPS”
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SPECIAL ORDER

e e '—_——
A 9 - 0) - T Document!. - Microsaft Word = %
Ko —— -
— Home Insert Page Layout References Mailings Review View Add-ns Acrobat (7]
B, O o - [AwIE) E - N el
i =y o= &ac Replace
Paste B I U -abex X Ma||¥-A-|E i T Hormal | 1Mo Spaci.. Heading1 Title _ Change
) | u 5 i A B D a =) S| [y selecte
Clipboard = Font Pl Pl Styles (Pl Editing
y 4 )
Font style: Size:
Bold 11
+ | |Regular -l |8 a
— | |Italic 9 ™
L 10 3
Bold Italic
= 12 o
Fant color: Underline style: Underline color:
Automatic El {none) Automatic
Effects
[ strikethrough [ shadow [V [5mall capst
[T Double strikethrough 7] Qutline [ all caps
[ superscript [ Emboss [ Hidden
[ subscript [ Engrave

Preview

CALIBRI

This is a TrueType font. This font will be used on both printer and screen.

o] (o |

Page:1ofl | Words:0 | Qﬁ

TITLE (CALIBRI FONT, BOLD STYLE, SIZE 12, SMALL CAPS)

®  First Level (Calibri Font, Size 12)
O Second Level (Calibri Font, Size 12)
®  Third Level (Calibri Font, Size 12)
e  Fourth Level (Calibri Font, Size 12)
o Fifth Level (Calibri Font, Size 12)
= Sixth Level (Calibri Font, Size 12)

FOR EXAMPLE:

®  First Level (Calibri Font, Size 12) is a single line long (If this is a title with a colon and things listed under it,

“Underline” the Title to help it stand out).
O Second Level (Calibri Font, Size 12)
...no need to add a space after this bullet...

(0]

0}
<&

...add a space after this bullet

® Subtitle which includes the following:

(0]
o

&

(0}
&

(0]
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(space is here)

®"  Third Level (Calibri Font, Size 12)

...add a space after this bullet...

(space is here)

...add a space after this bullet...

(space is here)
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Howard County Department of Fire and Rescue Services

. SPECIAL ORDER

® [fthere are multiple levels, add spaces between lines, while keeping groups with the same bullet together.

® [fthe like (same) bullets are short (one line only), it is okay to leave them without a space between each
like bullet. However, if the bullets go on for more than one line, a space in between each bullet will allow
the order to be more organized and easier to read. [With that said, we are trying to be mindful of our
paper-use (in the case of printing an order); so, if there is a section with a handful of bullets, each being a
sentence or two long, and it’s still legible and neat, then there is no need for a space in between each
bullet.]

e *SOMETIMES THE TITLE IS A LONG SENTENCE. /f this is the case, only “Bold”, “increase the font size”, and
“small cap” the first 3 to 4 words, or first main phrase, to separate and make known that this level is a title
for the next section of the order.

FORMS/ATTACHMENTS/REFERENCES

e This is the section where you list any Forms and where they can be found or any attachments that are
linked to or attached to this document. (Calibri Font, Size 12) Go to the “Home” tab, “Paragraph”

section, “Bullets” button and list the forms/attachments using the “Dot” El bullet.

o When referring to an attachment within the “Procedures” section, place it parenthesis and bold
0 For example: (Attachment A)

APPROVED

Approved:

Bureau
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Howard County Department of Fire and Rescue Services

SPECIAL ORDER

137 > ASB Administrative Services Bureau

138 > AC Assistant Chief

139 » BC Battalion Chief

140 > BBP Blood Borne pathogen

141 » Capt. Captain

142 > CIT Communications, Information and Technology
143 » COMMS Communications Unit

144 > DC Deputy Chief

145 > EMT Emergency medical Technician, may be followed with either a “B” for Basic or “P” for Paramedic
146 > ESB Emergency Services Bureau

147 > E&T Education and Training

148 > FF Firefighter

149 » FMLA  Family Medical Leave Act

150 > FOA Fire Officers Association

151 » GSU Ground Support Unit

152 » HCDFRS Howard County Department of Fire and Rescue Services
153 > IAFF International Association of Firefighters

154 » HVO Heavy Vehicle Operator

155 » LOGS Logistics

156 > Lt Lieutenant

157 > NFFF National Fallen Firefighters Foundation

158 » OEM  Office of Emergency Management

159 » OFC Office of the Fire Chief

160 » OFM  Office of the Fire Marshal

161 > PPE Personal Protective Equipment

162 » TWR  Tower (Aerial ladder)

CERNFYIs & FAQs

164 ®  Make sure each line is numbered along the LEFT column of the page so it can be referenced to throughout
165 the Special Order as well as in other documents and orders that may need to do so.

166

167 ® Make sure to place a space at the beginning and ending of each section.

168

169 ® [fthere is an attachment, where does it go? If the attachment is in a Microsoft Word version or able to be
170 converted, attach the document to the end of the Special Order. If not, make sure to include the

171 information of where the attachment/form can be found after the listing of that attachment.

172

173 ®  When a Special Order has been completed and the “Approved” Section is on the last page of the order (by
174 itself), bring the “Forms/Attachments/References” section down to a new page (as long as they can all fit
175 neatly on one page).
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